Word Processing
Function: Thesaurus

1. Click on the text of the document

2. On the Tools menu, click Language, then click Thesaurus
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3. In the Thesaurus windows, click the word that you would like to replace with.  Then click replace
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When you save a Word 2000 dosument, its document type determines the file format
inwhich itis saved.o
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To create a worksheet or test.
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1. Start Word 2000,
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Onthe File menu, click New, and then click the General tab.«
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Double-clik Blahk Document to oreate 2 new document.-

4. Enter some introductory text of your shoice into the document, such as
the title of the worksheet and some instructions. «
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5. Onthe File menu, click Save As. The Save As dialog box appears. ifs a
go0d idea to give @ new document aname and save it a5 s00n a5 you
oreate it
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Inthe File name box, typs a name for your document. In Word 2000 you
can wite long file names so that you can be as descriptive as nesded.«
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7. CliokSave.c
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Prepared by : ______________________
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